[bookmark: _GoBack]Testing check
Webpages	
	1.A
	Proper headings
	Your headings are styled as things like ‘Heading level 2’, rather than ‘Normal or Bold.
text’ you can see tags like <H2> or <H3>
	All pages

	1.B
	Check that instructions are styled properly
	You need to make sure you’re not conveying instructions in a way that relies on a user’s ability to see the page. For example, only sighted users will understand instructions like: ‘click the round button’ ‘click the big button below’ ‘click the red button’
	All pages

	1.C
	Check linking wording
	Check any links on your content pages to check that the link text you’re using clearly explains where any links will take the user. See https://www.gov.uk/guidance/content-design/links#writing-link-text for further guidance.
	All pages

	1.D
	Link length 
	Very short links can create problems for users with limited dexterity. One-word links, for example, should have at least 3 syllables. Including more words in your link text also makes it more descriptive and user friendly

	All pages

	W3C
	Opening new tabs
	It is generally recommended by W3C not to open links in new tabs, though this is only a recommendation.  
	All pages

	1.E
	Anchor links
	Anchor links should be removed, and the navigation redesigned unless linking to a page with a lot of text
	All pages

	1.F
	Check that pages have good titles
	You need to check your pages are titled properly. If they’re not, users will not understand what they’re for and will struggle to find what they need using search. Check whether your titles are descriptive. Ask yourself whether they clearly state - in simple language - what the pages are about and the tasks they’d help users complete.
	All pages

	1.G
	All images must have meaningful descriptions.
	Check all images have a description
	All pages

	1.H
	Check for images containing text
	You’ll need to check whether any of your sample images contain text. This is because some people with low vision need to customise the appearance of text to help them read it, for example, by zooming in or changing its colour. The information should be published as normal page text instead. This does not include logos and brand names - it’s okay for those to contain text.
	



Forms
	2.A
	Form Labels
	When you’re checking through your forms, you’ll need to check that form labels are used consistently. These are the labels that describe the information a user needs to enter into a particular field. Check your sample to see how you’re labelling the navigational elements. For
instance, are you using ‘Submit’ on one form and then using ‘Go’ or ‘Complete’ on another? Are you asking for users’ names and addresses in a consistent manner, or does it vary from form to form?
	Article request form.
Literature Search form.
Knowledge Share form.

	2.B
	Check that any error messages are helpful
	When a user provides incorrect information in a form, you need to let them know they’ve made a mistake and help them correct that mistake. You can check how well your website is doing this by going to your sample
forms and entering some intentionally incorrect or invalid information.
For example, you could enter a future date into a date of birth field or a
postcode with too few characters and try submitting the form. This should
generate an error message. Assess whether the error messages make clear what you need to do to correct
the mistakes. Messages like ‘invalid date’ or ‘invalid postcode’ are not very
helpful: they indicate that the user has made a mistake, but do not explain why
the information was wrong and how to correct the error. Something like ‘You cannot enter a date in the future - please enter a past date’
is much more helpful. Play around with a few form fields to see how helpful the error messages are.
	Article request form.
Literature Search form.
Knowledge Share form.



PDFs and other documents
	3.A
	Check the documents have meaningful titles
	First, check the documents have descriptive titles that explain what they’re for. An example of a good title is something like “Blue badge application form”, as it makes clear what the document is and what a user would use it for. Something like “Accounts - ‘18” is not as good, because it’s vague and does not explain in enough detail what the document is.
	Library guides page

	3.B
	Check for headings
	For this test, you’ll need to open a few of the documents in a document editor. You could use something like Google Docs or Microsoft Word for this if you do not have PDF editing software. The first thing to check is that the document is broken up into sections - and that those sections all have descriptive headings. This will allow people using screen readers to scan the document and jump to the section that’s relevant to them. You’ll also need to check that the headings are tagged properly - for instance, they’ve been created using the styles gallery in Microsoft Word (https://support.office.com/en-ie/article/add-a-heading-3eb8b917-56dc-4a17-891aa026b2c790f2) or something similar. That way, a screen reader will recognise them as headings and will let users scan through them to find the content they need. If the headings are just styled using bold, the screen reader user will not know they’re headings
	

	3.C
	Check the documents convey instructions in an accessible way
	You need to make sure you’re not conveying instructions in a way that relies on a user’s ability to see the document. For example, only sighted users will understand instructions like: ‘click the round button’ ‘click the big button below’ ‘click the red button’ Users who cannot see the page will not know what you’re referring to, because you need to be able to see the page to identify a button as ‘big’, ‘red’ or ‘round’. So, check your document sample and look out for these types of instructions.
	



		 
